BILLING INSTRUCTIONS

APPLICABLE TO NEGOTIATED COST REIMBURSEMENT TECHNICAL
SERVICE CONTRACTS AND RESEARCH AND/OR DEVELOPMENT CONTRACTS.
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Bl LLI NG | NSTRUCTI ONS

Applicable to negotiated cost rei nbursenent technical service
contracts and research and/ or devel opnent contracts.

| . | NTRODUCTI ON

These instructions reflect the standards of the Research and
Speci al Prograns Admi nistration for adequately prepared vouchers
or invoices. Conpliance with these instructions wll reduce
correspondence and ot her causes for delay to a m nimumand wl |
this pronote paynent of your clainms. Cost-reinbursenent type
contracts and subcontracts, cost-reinbursenent portions of fixed-
price contracts, letter contracts which provide for reinbursenent
of cost, time-and-material contracts and | abor-hour contracts are
subject to audit therefore all cost clainmed nust be adequately
supported by accounting records and ot her auditabl e data.

I 1. Voucher Subm ssion

A FORMS - In claimng reinbursenent use either: (1) the
Gover nnent Standard Form (SF) 1034, Public Voucher for
Pur chase and Services O her Than Personal (wth continuation
sheet SF 1035), or (2) the contractor's own voucher forns,
If the contractor's own forns are used, the billing content
must agree with the illustrated in Exhibits A B, and C

B. NUVBER OF COPI ES - Each voucher shall be submtted in an
original and three copies.

C. TI ME FOR SUBM SSI ON - Vouchers may be submtted at the
begi nni ng of each cal endar nonth for costs incurred during
the preceding nonth. Costs incurred earlier than the
precedi ng nonth, but not previously billed, may be incl uded,
but the amount and nonth(s) in which such costs were
incurred must be stated in the SF 1035 (Exhibit C)

D. COST | NCURRENCE PERI OD - Cost nust be incurred, and the
dates of the related "billed for" period nust fall within
the contract performance period as set forth in the original
contract and any nodification thereto.

E. CONTRACTOR S FI SCAL YEAR - Vouchers should be reared in such
a manner that cost clained can be associated or identified
with the contractor's fiscal year. This will ensure proper
application of an indirect cost rate(s) to the direct costs
of a particular fiscal year. However, the "Cunul ative
Total " columm of the "Summary of Expenditures Supportive of




Rei nbursenent d ai nf nust al ways reflect the cumul ative
anounts clained by the contractor (exclusive of suspensions)
fromthe inception of the contract.

ALLOMBLE COSTS - Costs clainmed for rei nbursenent can be
only those anounts that are consistent wwth the termcost as
defined in the "All owabl e Cost and Paynent" cl ause. \Were
it is found that anmounts clainmed do not neet this
definition, such costs and fee will be disallowed. All

adj ustments included herein nust be explained in detail.

COST REQUI RI NG PRI OR AUTHORI ZATI ON AND APPROVAL - The
contractor should be aware of the requirenent for prior
written approval fromthe contracting Oficer for certain
contract cost (e.g., premumpay, foreign travel, etc.).
Whenever the voucher includes such costs not authorized by
the contract, reference nust be nade to the Contracting
Oficer's authorization letter (e.g., "C.O Auth. dtd.

mm dd/yy" or if the authorization letter cites a nunber
"Auth. No. 84-01 dtd. mi dd/yy").

SUSPENSI ON OF COSTS

(1) The Governnent reserves the right to suspend costs from
vouchers, when such action is deened appropriate by the
Contracting O ficer. Suspensions normally result from
a contractor's failure to obtain prior approval from
the Contracting Oficer before the incurrence of
certain costs, e.g., prem um pay, increase in wage
rates above those agreed to during negotiations, sone
travel expenses, purchase of capitalized non-expendabl e
equi pnment or other clainmed expenses neither identified
nor negoti at ed.

(2) \When suspension occurs, the Contracting O ficer shal
notify the contractor, in witing, of the category(ies)
and anount (s) involved and the reason(s) for
suspensi on.

(3) Contractors shall, on next voucher submtted, adjust
the cunul ati ve amount colum(s) for the expenditure

(4) Contractors may appeal to the Contracting O ficer for
reconsi deration of any suspended costs. Request for
reconsi deration nust be made, in witing, to the
Contracting O ficer and nust provide a sufficiently
detail ed reason(s) and docunentation to support the
request.



RESUBM TTAL OF SUSPENDED COST - |f approved by the
Contracting Oficer, contractors may include previously
suspended costs on the next voucher submtted, Resubmttals
shal | be included under the appropriated expenditure
category(ies) under a subheading of "resubmttal"” and shal
be separately identified. The entry shall include an
identification of the resubmtted cost, the nunber of this
public voucher fromwhich it was suspended, and the date of
the Contracting Oficer's approval for resubm ssion.
Further, the entry(ies) in the "Anount C ainmed This Period"
colum on the "Summary of Expenditures Supportive of

Rei mbur senent Cl ainmt' shall be annotated with the synbol
"(R)" to indicate the cost shown is or contains a previously
suspended anount. Failure to provide the required
information may result in another suspension.

W THHOLDI NG OF FI XED- FEE - After paynment of 85% of the fee,
the Contracting Oficer may withhold further paynent of fee
to establish a reserve to protect the interest of the
Government. This reserve may not exceed 15% of the tota
fee, or $100, 000, whichever is less. Any fee withheld is
payabl e upon subm ssion of appropriate closing docunents
after final audit of the contract has been conpl eted and al
audit exceptions have been resol ved.

W THHOLDI NG AND RELEASE OF CONTRACT RESERVES - Contractua
provi sions covering fees, patents, royalties, etc. usually
provide for the accunul ation of reserves until certain
contract requirenents are net to the satisfaction of the
Contracting Officer. It is the contractor's
responsibility to include appropriate adjustnment in its
rei mbursenment of clains to cover the required accunul ation
and rel ease of contract reserves. The contractor should
resol ve any questions regardi ng the anount of these
reserves with the Contracting Oficer.

GOVERNMVENT LI Al SON - Any questions concerning delays in
paynents of contractor's invoices and questions concerning
performance under the contract or the instructions set forth
in this instruction should be addressed to the Contracting
Oficer.

CURRENCY - All Departnment contracts are expressed in United
States dollars. Were expenditures are nade in a currency
other than United States dollars, billing on the contract
shal | be expressed, and reinbursenment by the United States
Governnent shall be nmade, in that other currency at anounts
coincident with actual costs incurred. Currency
fluctuations may not be a basis for gain or loss to the



contractor. Notw thstanding the above, the total of

al |

i nvoi ces paid under this contract may not exceed the

United States dollars authori zed.

I'11. PREPARATI ON OF PUBLI C VOUCHERS

Exhibits A/B, and Cillustrate the information which a contractor
is required to submt in its public vouchers. Explanatory notes
are keyed to the entries and are as foll ows:

A COVPLETI ON OF STANDARD FORM 1034 - (Refer to Exhibit A) -

The followng information is required:

(1)

(2)

(3)

(4)

(5)

(6)

(7)

U.S. Departnent, Agency or Ofice and Location - Insert

U S. Departnent of Transportation (RSPA)
Federal Aviation Adm nistration, MVAC

Fi nanci al Operations -- AMZ-1

P. O Box 25730

Ckl ahoma Gity, OK 73125-4913

Dat e Voucher Prepared - Insert the date on which the
publ i ¢ voucher was prepar ed.

Contract Nunber and Date - Insert the nunber and date
of award of the contract under which reinbursenent is
cl ai ned.

Al block lettered "(4)" should be left blank unless
applicable (e.g., discount terns).

Voucher No. - Insert the appropriate serial nunber of
each voucher including the conpletion and final
vouchers. A separate series of consecutive nunbers,
beginning with No. 1, shall be used by the contract or
for each contract.

Payee's Nanme and Address - nanme where practicabl e,
title, phone nunber, and conplete nmailing address of
responsi ble official to whom paynents will be sent. 1In
the case of an assignnment of clainms, also insert the
organi zation to which paynents have been assigned the
contract.

Payee' s Account Nunber - This space may be used by the
contractor to record the account or job nunber assigned
to the contract.



(8) Nunber and Date of Order - Enter the nunber and date of
the applicable order. (Applicable only when billings
are subsequent to work assignnent or task orders.)

(9) Date of Delivery/Service - Show the nonth and year,
begi nning and endi ng dates of the cost incurrence
peri od.

(10) Articles or Services - Insert the follow ng: "For
details, see attached page(s)."

(11) Anmount and Total - Insert the anount claimed for the
period indicated in (9) above.

(12) Identification - Each voucher submtted nust be
prom nently identified as one of the foll ow ng:

(a) "InterimVoucher,"
(b) "Conpletion Voucher," or
(c) "Final Voucher."

(13) Type the follow ng certification, signed by an
aut hori zed official, on the face of the SF 1034.

"I certify that all paynents requested are for
appropriate purposes and in accordance with the
contract."”

(Name of O ficial)

(Title)

COVPLETI ON OF SUMVARY OF EXPENDI TURES - (Refer to Exhibit B)-
This page follows directly behind the SF 1034 and contai ns
two main categories of information: (1) sumrary of costs by
category, show ng contract budget, anount previously

cl ai med, anount claimed under this voucher, the cunul ative

t hrough this voucher and (2) necessary certification and

si gnat ure.

(1) Goss Summary is illustrated by Exhibit B. [Include
only major categories of costs in the order
illustrated.

(2) Certification and Signature are illustrated in Exhibit
B. The Certification of Costs/fee is mandatory.

COVPLETI ON OF STANDARD FORM 1035 - (Refer to Exhibit C -
The followng information is required:

(1) Insert the nane of the CGovernnent Agency.



(2)
(3)
(4)

(5)
(6)

(7)

(8)

| nsert the voucher nunber as shown on the SF 1034.
Schedul e No. - Leave bl ank.

If nore than one sheet is used, insert the sheet nunber
in nunmerical sequence. Use as many sheets as necessary
to show the required information.

| nsert payee's nane and address as in the SF 1034.

| nsert the contract number and address as in the SF
1034.

| nsert the current contract anpunts for.

Esti mat ed Cost
Fee (If applicable)
Total Contract Val ue

Insert the cost elenents as applicable. The detailed
i nformati on descri bed belowis required to assist the
Contracting O ficer and program personnel in relating
costs incurred to work performed. The categories of
cost shall be item zed and descri bed as foll ows:

(a) Direct Labor costs consist of salaries and wages
paid for work perforned directly for the contract
and pursuant to its terns. Such |abor cost
(excluding fringe benefits and any authorized
overtinme premumpay) wll be identified by
providing the job title or classification of the
wor k, and for each classification of the work, and
for each classification (1) the nunber of hours
wor ked, (2) the hourly rate and (3) the total wage
or salary. The name of worker should al so be
provi ded, but when a great nunber of routine
wor kers are involved, the position classification
only will suffice. The cost of direct |abor
charged to the contract nust be supported by tinme
records maintained in the contractor's office.

(b) PremumPay This is renuneration in excess of the
basic hourly rate. Prem um pay of any kind
(i ncluding overtine) must be authorized by the
Contracting O fice in advance. Billings for
unaut hori zed prem um pay have caused frequent
del ays in paynent due to suspensions and exchange
of correspondence. Prem um pay should not be
included in the billing for "direct |abor base"
unl ess the contract has consistently foll owed




(c)

(d)

(e)

this practice in the past as a matter of policy.
Make entries as foll ows:

(1) I'n Summary of Expenditures - Exhibit B, |ist
as a single item

(1i) In SF 1035, item ze for each position or job
category referencing the Contracting
Oficer's letter of authorization.

Fringe Benefits are to be treated according to the
contractor's established practice:

(1) If fringe benefits are included in the

over head pool, no entry is required.

(i) If the contract allows for a separate fringe

benefit pool, cite the formula (rate and
base) in effect during the tine the costs
wer e incurred.

(tit) If the contract allows for billing of fringe

benefits as a direct expense show t he actual
fringe benefit costs.

Mat erial and Supplies should include only those
items that the contractor normally treats as
"direct costs.” Bill these costs under ngjor
classifications or categories such as office
supplies, chemcals, electronics parts, etc.,
unl ess any one particular itemwthin a class
exceeds $300 in which case all such iten(s)
exceedi ng $300 nust be specifically identified.

Travel Clainms for travel, as authorized by the
contract, shall include the follow ng information:

(1) Travel by contractor staff shall be |isted
separately fromthat of consultants.

(1i) Travel by contractor staff shall provide:
Nane of traveler or title;

Dat es of departure and return to departure
poi nt ;

Transportation costs;

If clainms for subsistence are on a per diem



()

(9)

(h)

basi s, show nunber of days, rate and anount,
as authorized in contract. |If claimis
based on actual cost of subsistence, show on
a daily basis the anmpbunt clainmed for |odging
and neal s separately;

Ref erence to Contracting Oficer's letter of
authorization if approval is necessary.

(ti1) Travel by consultants shall be |isted
separately and provide the sane detail as
contractor staff travel described above.

NOTE: DOVESTI C TRAVEL |S TRAVEL W THI N THE UNI TED
STATES, | TS TERRI TORI ES, POSSESSI ONS, AND
CANADA; | T SHOULD BE BI LLED SEPARATELY FROM
FOREI GN TRAVEL.

Consul t ant Fees nust reflect each consultant's
name, daily rate and nunber of days clained. If
applicable, Contracting Oficer's authorization
shoul d be referenced.

Subcontract requires the nanme of each sub-
contractor involved and the dollar anount cl ai ned.
Costs cl ai ned by cost reinbursenent subcontractors
must be on an "as-incurred" basis and sub-
contractor back-up information simlar to the SF
1035 nust be obtained and attached for each
subcontractor. Costs for fixed-price subcontracts
shall be on the basis of product or performance
delivered, accepted and paid for by the prine
contractor.

Capi talized Nonexpendabl e Equi pnent For

educational institutions, list each item costing
$1,000 or nore; for contractors other than
educational institutions, list each item costing

$300 or nore and having a life expectancy of nore
than 1 year. List only those itens of equi pnent
for which reinbursenent is requested. A
reference shall be made to the follow ng (as
Applicable) (1) the item nunber for the specific
pi ece of equipnment listed in the Property
Schedul e; (2) the Contracting Oficer's
authorization letter, if the equipnent is not
covered by the Property Schedule; or (3) be
preceded by an asterisk (*) if the equipnent is
bel ow t he approval level. Further item

i zation of vouchers shall only be required



(i)

(J)

(k)

(1)

(m

(n)

(0)

(p)

for itenms having specific limtations set forth
in the contract.

O her Direct costs are costs that cannot be placed
wth any of the categories listed above. Identify
the categories to the extent both possible and
reasonabl e (i.e., conmunications; |eased

equi pnent; reproduction, etc.).

Total Direct Costs. This is the sumof itens (8)
(a) through (8)(i) above.

Overhead. Cite the fornmula (rate and base).
Overhead may be clained only at eh rates agreed to
in the contract. Billing rates will apply pending
the establishnment of final negotiated overhead
rates for the contractor's fiscal year.

Total Cost Exclusive of G&A. This is the sum of
items (8)(j) and (8) (k) above.

&RA Expense (Cite Formula). Cite the formula
(rate and base) in effect during the tinme the cost
was incurred and for which rei nbursenent is

cl ai med.

I nsert the total costs claimed for the current
peri od.

| f the contract provides for an incentive or fixed
fee, insert the fee earned for the current period
and the fornmula for such conputation.

Insert the total costs clained and the fixed-fee
due for the current period. |If applicable

resubm ssion of any previously clainmed anounts
whi ch were suspended shoul d be shown bel ow t he
current anount clained and footnoted to cite the
nunber of the public voucher on which the
deduction was nmade and the date and nunber of the
rel ated suspensi on notice. Suspensions from which
the contractor has successfully appeal ed shall be
identified by referencing Contracting Oficer's

| etter of approval.

| V. LINE | TEM BREAKDOMN BY TASK (REFER TO EXHI BI T D)

A. Conplete on an SF 1035;

B. ldentify the total negotiated anount for that task or phase.



Thi s anount shall be appropriately changed to reflect any

f or mal

adj ust nrents made t hrough contract nodifications;

C. ldentify each major cost category;

D. List the amount clained for this period by major category;

E. List the cunulative total by major category.

V. VOUCHER SUBM SSI ON ADDRESS

Submit the original and three (3) copies of each voucher to the
attention of the Contracting Oficer at the foll ow ng address:

Depart ment of Transportation
Research & Special Progranms Adm nistration
O fice of Contracts and Procurenent
400 7th Street, S.W, Room 8321
Washi ngton, D.C. 20590

Ref erence Contract No.

VI . CONTRACT CLOSEOQUT

A CONTRACTOR S COVPLETI ON VOUCHER- CUMULATI VE CLAI M

AND RECONCI LI ATI ON

(1)

After all costs have been assigned to the contract and
all contract performance revisions have ben physically
conpl eted, the contractor shall pronptly submt, but in
any event within twelve (12) nonths fromthe date of
such conpletion, its conpletion voucher (cunul ative
claimreconciliation) in an original and three (3)
copies to the contracting O ficer. This voucher nust
be specifically identified as the conpl etion voucher
and shoul d include the renmai ning costs, fees and
reserves claimed to be due the contractor. It will not
include itens and anmounts which may be set out in any
qualifications in the contractors release of clains. A
separate conpl etion voucher shall be submtted for each
i ndi vi dual project or task order for which a separate
series of public vouchers has been required to be

subm tted.

B. CONTRACTOR S FI NAL VOUCHER AND CLGCSI NG DOCUMENTS

(1)

The contractor shall submt its final voucher and the
appropriate closing docunents to the Contracting
O ficer after the foll owi ng has been acconpli shed:



(2)

(3)

(a) Conpletion of the final audit.

(b) Al suspensions and/or audit exceptions have been
resolved and there is nutual agreenent between the
contractor and the Contracting Oficer on the
final allowable costs and fixed-fee, if any, of
the contract.

(c) Acceptable final overhead rates for all periods
i nvol ved under the contract have been approved by
the Contracting Oficer and have been i ncorporated
into the contract by nodification.

The contractor shall submt an original and three (3)
copies of the "final voucher" to finalize the
financial settlenent of the contract.

The voucher shall be separately identified as the
"final voucher" and shall include the renmaining fee
reserves and any adjustnents to vouchered costs
necessitated by the final settlenment of the contract
price. The follow ng docunents shall be submtted
with the "final voucher."

(a) Contractor's Rel ease.
(b) Assignee's Release, if applicable.

(c) Contractor's Assignnment of Refunds, Rebates and
Credits and O her Anobunts.

(d) Assignee's Assignnent of Refunds, Rebates, Credits
and O her Amounts, if applicable.

(e) Contractor's Affidavit of Waiver of Lien, when
requi red by the contract.

If the final settlenment of the contract is on the
anount shown on the conpl etion voucher, the contractor
need not submt a final voucher but only the additional
cl osi ng docunents cited above.



